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I. INTRO DUCT JON ; ' ^ V 

Welcome to the Summer Youth 'Employment 
Progr^mC SYEP) V ' V ' " 

As a "supervisor in thi.s prograin, ybu 
wilL play a ftay . r o le ■ in he 1 p ing you c h s 
to have a prbfitable sUmmeri laarnir^g 
work skills, grow:ing' to adu 1 thd'od , and 
earning money. - " ^ ^ 

You will have opportunity to gain 

us^iiil 'skills it^^ planning, scheduling,' 
W^¥k and supervising and^ 
;cduriseH»^ ybuth/ / 

> ^ y ^ ^ ' " " / ' . 

You apd uhe young peo'ple you aijpervise 

wil ffave the add 1 1 ional sat i^4f act ian 

of ^providing sfrvices to the:/communi ty . 

This manual will tell you a'bout SYEP;, 
it 3 6b j e^t ive s and proc^edures , eKpecta- 
t ions , and wo5l9"rule s , knd g ive you some 
t ips on su pferv islon which wi 11 ■help' you 
do your job. It a Iso provides a ptace 
tokeep necessary inf orma-t ion f or your 
ownreferenceanduse. 



^ / 
/. 

/■ 
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y6Vth employment program ' 

mm e r X Qpu t h Emp'l o ym e ri t ' P r o*g ram is 
undBTT jflit le TV of >thm federal 

./ j < - .... . . n 

re h ens Vie Eft p i o ym e n t -a n d Training 
i# CCETA )/. >I t or 6v Id e a sumn^er amploy^ 
»t for d iaadvantaged ydung » people ages 



?%^e job s /a^ a : - sub s t it u t e i V f o jobs 
performed by t^egu'lar employees. Mast CETA 
p if o^g ir a n^'s,/ !^ SYEPj are administered by^ 
Vy pur Ipc d 1 g Qv^r nme n t ( ait h e r . the state , 
ton n t y j ' y c i t y i ' o r c om b i na t i o n s b f go v n ^ ; 
ment s c^l led con so r t iums ) rfepr eaent ing, a/ 
minimum 'of 1 0 0^ j 0.0 0 p ab p 1 e * T h is admin i'a 
tf at i:^ ent it y is ea lled a CETA Prim^ t , ^ 
Span so r . , ' j ^ - V ^ 



The Prime Sponsor i s r es^0^ s ible for 
o V e r.a-*^. ' pi a n n i rig , s et t i n g * g u ide lines and 



runes ^ . a 1 1'oc^t ing fund^ ;* selecting lyferk 
sponsors, and. insuring th^t progr'^ams ' 
f u n e ti oti w 1th in t h e g u i d a 1 i n e s s e t u p by 
tba law and the /federal Depart^en^ of ^ ' 
tabor . i. * — ' * - 

The specific ob j e c t i ve s o f' S YEP are: 

. ■ ^ • . . ' * 

^ to "h alp youths from 14 to 21 who 
.qualify* tO' ©arn some money; ' , 

" ^o give'^tMase youths the opportunity 
to have go^d ^or k eKper ience s and ^ 
acquire useful work habits and skills; 

^ to provide useful ser.vices and imp^ 
ro^ements- for our community. , . 
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tit ' ^Nf ORMAT 10^_F QR^SU P E^^ ^ f 

(ert^in informatipn should be at your 
V f ihg er td p s"^ * F i'l 1 tli a b 1 a nk - s pa c e s o n 

tK%' forms in* the back, of this ma-nual. to 
fit your situation,. B lank page s are also 
provided /at the end of this manuals for 
ypu to.note any add i t iona 1 inf or^ma t ion 
you^ s hou Id h a V € . ■ ^ 

A copy of the worksite a g r e enve nt should 
. be ' i'p^ your possession and you should 
*know it% ,terms. It describes the 'nature 

of the proj.e&t and the conditions which 
'must be satisfied. It aTso spells out 

you r^ r e s p-o n s i b i 1 i t i e s f s ^a su pervi sor in 

'SYEP\ • . • ^ ' ^ y . * . ; 

' /A . S u p h r V i s o r W o f, k R u 1 e a \ ' 

As a S YE P su per V i sor , it is impor.t ^ 
ant for you to be at work during th#/>'ass 
igned hours of .SYEP part ic ipant s . You^. 
shou ld no t if y the d.e s ig na ted S YEP per sou 
.before your ri.gular s tar t ing t ime if ^ you 
wi 1 Is be; ah s e n t OT late.", Uie the forins in 
the. back o f:'th i s. manual to p la A |or days 
dateSj and hbuxs of emriloyment and other 
nec.e'S sa r y inEornya t io n . " 

■ ■ . ' ■ \ ' . ^ ■ » ■ ' ' ( \ 

time Record s : .SYEP par t ic ipant p, ^ 
w i 1 1* be r a qu ired to sign in and sign out 
on the a^ppropriate form. As a SYEP super 
visor, you must Insure *that participant^ 
only r ere o r d a c tua 1; hours wbrked. Fa i lur e 
to record times .accura't^ly may result in 
their d i smi s s a 1'.' Time records are to be" 
a V a i b 1 e a t ' a 1 1 t im e s d nd p r e s e n t e d a t ' 
the request of the SYEP- mon it oaring off- 
iciars. If your time records must be 



count er signed by the program operator or 
Prime Sponso'f representative/ ae6 that it 
is; done. You will be informed about how 
the time f prms will be d is tr ibuted and , 
CO 1 1 ec ted ^ The s e p^rocedures will b^ co^ 
ordinated with the SYEP. payroll process. 

2 Safet y: Al 1 work that SYEP youth 
p^er form must comply witH state and fed^ 
eral laws governing health and aafety,. If 
you, are i n d o u b t, a b o u t c am p 1 i a rt c e j c 6 n ^ 
suit with your program operator or Prime 
Sponsor representative before assigning 
wdr k . 

; 3\ Accid ents and -Illness: If a ^YEP ' 
;yo u t h Is _ i n j u r e d o r t a k e n i 1 1 wh i 1 e o n 
the job, cOTi^tact the designated^ peraonj 
usually a prime Sponsor representa^t i4^e . 
Record the name and telephone number '^i^f 
this person in this ma nu a I a nd k e e p. it ^ 

hand y . - ^ 

. ' ■ . ' '~ ^ ' 

^ ' Term i na t ion : I f a -3^6 u t h '*c^^^ i t s^ . 
an act which you believe warrants term^^ 
ination or _in forms you of an intentipn to 
leave the programj notify and talk with 
the designated SYEP representative. 

5. Pr ob iem s : Instruct youths to dis^ 
cuss w i C h you any pr o b I em wh i c h arises at 
the worksice. If you cannot resolve the 
difficultyj discus's the- matter with your 
SYEP r epresentat ive . 

H ^ , 

6. Y ouths ' Grievance^: Explain to 
.youth their right to register a grievance. 
SYEP participants should already have been 
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provided with a written* copy, of the 
-grieyinde prbcedurea/ If you; do no t-^ re- 
solve the grievance to the^^outh*! sat- 
isf act ion J the youth may request , in 
\friting, an informal hearing with the, 
deiignated person. If the youth Is hot . 
satisfied, dn appeal may be made to tlie ^ 
Regional DepariJmen to f Labor officei^ yp^r 
tHay not, by . thrjf at or vo ther meang, y^^^-.*' ' 
Courage a >outh fr^m r e qu e s t ing a heafe- i -I^ 
isig or a ppea 1 ing^ . ^ ^ ^ 

^ ' ' ■ * ^ . ■■ ' ' '' ' ' ■- ' ^ 

7 . ^£^ij^ica 1 Ac t i y i t y Re s ic t ion^. 
CETA^paid superv iior s and S YEP - you th^ay 
nbt . during work liours, take part in^any 
partisan pd 1 i t ic a 1^'c t iv i t y . Th is in- . 
eludes lobbying J fund=raising , making 
speeches^ ^assisting at meetings, distri- 
buting, pamphlets, or Engaging in vo ter 
r.egistration ac t Ivit ies , the mere app- 
earance of involvement in political act^ 
Ivities would violate the apolit ical * 
. na tur^ pf the CETA prggrara , * 

■% 

8. Rrcords and Rep orts : You are ex- 
pected to submit required reports on 
t ime and to ma i nta in a record . f or each 
youth you supervise .^This record should 
Lnctude a description of the youth's job, 
F ime' and ' attendance , and per f ormanc e gy^ 
a lua t ion . ' . 

^.5^ Youth Rules: It is your respon:- 
Sibil ity to see that youths are informed 
of the work rules that apply to them and 
ihat these ar6 enforced. No supervisor 
may change these rules, including sched'- 
uled hours .and days of work, unless' 
prior permission is obtained. Nq youth 
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will be paid or Qonsidered employfed for 
any t ime . ot her than regular l,y sc hedu led 
and approved - hour s of work^ the p^logram^^^ 
operator or Prime Sponsor representative 
will, provide you with or ientat ion and 
will d i s tr ibu t e ma t er ia 1 8 describing the 
spec ia 1 rules , 

B i program Elements 

. Objectives of SYEP inc lude ' proy id ing 
you th wi t h : • - 

- WO r k wh i c h will d e v e 1 o p "'g o o d w o r W 
hauita and useful skills 

. oppor tunit ies to explore sev^Val 
* different o c c u p a t i o n s 

" vocational cotinieling and oecupa^ 
' tional information 

= services to motivate and assist 
them to return to school 

^ ttaijbing and other services to in^ 
create their chances of getting a 

= : j<3 b ^ . ; ^ 

^ a s s i s t anc e i n so 1 V i ng work prdb^ 
1 em s . 

The SYEP i s d e s igned. to provide:a useful 
community service or product, whicih will 
be seen as worthwhile by the community; a 
means for recogniEing youths" services; 
a nd o p ppr t u n i t ie s for community people to 
help pldn, oversee and, participate in it* 
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■ IV.' YOUTHFUL PARTICIPANrS , ' ., ' 

The attitudes of youth toward work ha* 
bearing; both on the kinds of work expec- 

■ iences to be offered and on the' kinds of 
. work .supervision, training and counael- 

- ing needed . ManV youth haye hpd 'exposure 
only to 'low-level and low-pa id jobs . 
Some youth may react by resisting work 
experiences which have the same., charac - 
t^r Ls t ifc s , 

The work experience they receive in the 
project will be the. first cha^hce for' 
many to 'test^ their abilities and dis- 
cover something about their vocationa.1 
pTefefehces, They may have unreal ideas 
about work, ^ I€ these viei;?i prevail^ the 
result could.^e the development and re- 
.inforcement of poor work attitudes and ^ 
behaviors, Yo^ , as the supervi sor / havf 
a major responsibility to corr"ect these 
views . - 

It i^ Important that no useful work^be/ 
undervalued. You must be able to describe 
each Jpb^and ^explain its need and place 
i^ the project , Every job can >e used to 
help youth gain understanding of, the 
-nature of work and employers' expecta- 
tionSs acquire hands-on experience lead^ 
.ing to' work skill a and competence , see 
;^how their efforts can be productive and 
useful, and develop the ability to move 
on to more demanding jobs. 

The work experienc^e itself must mean 
something to the youth/Doing something 
worthwhije which attracts community and 



individual attention, can increase, a ^ 
youth^s Ceelings of self worth. It is' 
important that youths be^helpad to under 
stand the /meaning ahd 11 se of {the fisk^s 
they p^.^form , This will help them tcf de^ 
Velop a positive at t itude toward work , 
If youN^are bucjdesiful , you will^^be deV^ 
elopiirg a SDciar climate in which- youth' 
can learn f rom the work ekper ience * 

Be awar'e of the age differences among. ^ 
SYEP pdr t i£ ipant a * The average. ^18 year 
old will probably hav6 more skill arfd ax 
per ienc.e and ;be be tter afele-to cope with 
problem% that arise on tMe- job than ,A 14 
year o Id , For the: young^er part i^ip^n t a ^ ^ 
this may be their/ first work Oj^portunity 
under ^hicK structured work and super-- 
^.ision oc^ur. Your jbb as a SYEP supers 
visor is to insure that this expertenee 
is wor*thwhile for the youth, j ^ 

There is more to Work experience than 
the routine performancG of. a single task 
While work eKpariences for younger en^ 
rollees s^hould be structured to permit 
somewhat mor e exper imen ta t ion than th^ose 
for older youth; al 1 youths , regardless 
of ages shou^ld be all^Q^wed to ,try out 
differe|it taaks% ■ 

^Every work assignment should have riSsp" 
on s ib i 1 i t y and challenge if youth ar§ to 
develop good wo.rk habits.. ^ . / * 

The 'woYk experience should be a collabor 
ative effort between worker i and super- 
visor s sjpermanent *and summer workers, 
and youths arid adults. Encourage and faa 
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ilitace such!' col iaboration 



Youth respond positively Co' skilled and 
competent sup,e riv i s io n and to skilled 
■productive/ fellow worker's. It is des= • 
irable for them to be expased to high 
w o r k s t a n y a r d s . .. 



Expressing interest in a youth's perfor 
raance and providing encouragement are 
the most effective ways to reach these 
goals. Ignoring or punishing poor work 
behavior and performance is not effec- 
tive. _ Reward Achievements. Rewards can 
be as simple as a c om p 1 im e n t a r y word 
When^ youth are well supervised, under = 
■stand what they are doing, kept busy, 
given the proper equipment" and allowed 
to use free time c o n s,.t r u c t i v e 1 y , they 
w 1 I 1 r e s p o n J w e 1 1 . 

W-|iile each youth's wishes, expetlence 
and education may have bien taken into 
consi^erat^ion in- aasignment to the iob, 
It 18 always possible tu fit these' 

needH i Che jobs a v jTi 1 a b 1 e r T r y to mak 
the heHL match pusaible withiu the limit 
a t 1 u n s of t h f. job to be d 6 u e , 

When yuuths becumc oi^d, indiftert^uL 
and dissatisfied with their jobs, it is 
time to introduce new work elements or" 
tu provide work counseling Tlve majur ob 
je^tives a.e tj help the youth learn 
about ditfer.nt jobs and to ga^h compet 
f n c e a nd I n t e r e s t i n Wo 
be achieved by bored, d 

w u r k e I a 



Ilk. 1 h e s e c a n n gA. 
i s 3 a t i s f i e d > 




V. JOB OF THE SU PERV ISOR 

The job of the supervisar includes; 

LINKING the activitiee pf your young 
workere with the expectations and 
activitiesof others 
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DIRECTING youths^so that they understand 
wha^t is to Be d^ne and can do it- 

MOTIVATING youth toward good work behav^ 
ior and perfurrnance 
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COMMUNICATiNC with both the youths at 
your work^ it e and with others who 
have impact on ttiem by listening 
and keeping all persons appropri- 
ately informed 

StRVI^U AS A ROLK MODEL since youth 

wiil try to emulate an adult they 
look: up to, particularly a iwork . 

s u p e r V 1 s o r ^ - 

■ f 

tDLNSt-LrNC. yoiith with respect to career 
^ b j e c L 1 V e s and o t h e r^ program r e I a t e 
tu a t L e r 

CHECKING ,\ND CKKTlFYINt; youth^* time and' 
^ ^ a t L e n d a [I c r e c o r s 

hVA^LAIlNG yuuLti^' bctidviO.E and ^ertor- 
ilia V and p i u v i d i ng t l= e d b a ^ k i^o x he 

V O il I h n 

i i 

f 

K h Pv^ R i i N I. L . ^ L ri . S Y t r . i f f 1 

- ' ' ' I L. i i ^ k t_ L i I L ^ L 1 V f as 
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A* P r e pa r i ng to Supervise 

You must be ready to. meet, supervise 
and help the youths from the momant they 
arrive. Thus you must prepare before they 
are on the job. You should: 

^ Know the information contained in 
^ the woricsite agreement which. des-- 

cribes worksite activitieSi the 
number and names of your super- 
viseeSj tlveir working hours, pol^ 
icies regarding time atid -attend" 
ance, leaver breaks, and other 
essential information 

= Know the work rules for supervis= 
□ r s a n d y o u t o t h^a t you will 
meet l ti e expectations of your s u p 
e r 1 Q r s a u d b able to i n s t t u c t 
y o u t h 

L a t 1 1 b o u i e t 1 1 1 n el L o u t L 1 1 c y u u L 1 1 s 
you ^ w 1 1 1 ^ u p ej t V i s e . SX ^ the p t u ■ ^ 
g r a ui u p^e rat ou" , a n d the! l u in ni u n l t y 

K n u W L h e s u p e £" V 1 s u L y , I o i e a ii J L ti e 

e X p e c C a t i u n s of S Y P ^ * 

^ Be able L o d e s c 1 1 b e the w u r k Bij 
be p e I f u t ill e jd- t u the y o ii L \\ 

Li II 4 «^ L s t a nd a u d a b L e i o k l y 

p e r f o r m a n c e c r i t e r i p and ^ o r k 

a t d II d d t d s 

4 

n L i L . , L p 1 ui 1 * t t i Ni K . p 1 u ^ a 11 a 

p a L i,> I 1 t ». ^ , iii Jill j i t, t" J u L t' s 
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Prepare a weekly work schedule 
which lists week by week: objec-^ 
tives for the week, activities to 
accomplish the objectives," number 
of youth to be involved in eac>i 
activity, mater'tais and cools Re- 
quired, and work locations 

Ma1ce ^u re/ the duties of SYEP par- 
ticipants are well defined and 
described in writing as per the 
work sit e agreement, so that each 
youch may be given a copy of his 
urfier job description 

Know what knowledge, skills, and 
a b 1 1 i t i e s t h e youth need to perf- 
orm their jobs satisfactorily 

t ti e w u r |A^b ehavioi expected 
the youth and how to help 
iiieeL Ltiese expectations 

^ u p p 1 1 e s a n d e q u 1 pn^ n t set 
^ 3 u p p i L 3 c: L V i c fe? S H V a i I ^ 

and hoj^ to obtain them 

t= i I c II a ui b and telephone nun ^ 
of the SYt.P cuntact persons 

h iu I ^ k t u L 1 ii t ^ I (11 a L ip n 

pirpaicd to liHteii to Others, 
paiticuiaily Cha'ybuths, 



K n o w 
t r □ in 
the m 

Have 

K I 4 V ' W 

able 

K I I u w 

b t' r s 
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At f i r s t the y o u t h s may f e e I ' o u t of* 
'place and not know how to behave. They 
may* be confused about what is expected 
of t h em . It is up . to you' to make sure 
^hat they know and accept project objec-, 
tive.s and rules. They must be informed 
af 'yaur expectations and the specific 
wdrkthayaretoperform/^ 

Your orientation for youth shciuld incL = 
u d e : , ^^'^ ■ 

^ Introduction to you and other 
workers^ 



Description of worksite.^ activi = 
ties and objective^ and K'o w they 
are to achieved, in&luding a 

general description of the weekly 
^ work p^i,M n 



ion k 



- Explatii'£ion)of work rules and ex-- 
pected wo rk" b e.hii v i o r 

Praparation ^'f£ thfe specifit job 
to be done, tasks and skills need^ 
ed, hoW these wil^l be acquired^ 
v_and relationships with other jobs 

ft ^ Description of yoiir role as super = 

^visor and counsel o 
% 

^ Discuss ion of what youth can ex = 
p « c t to gain t r Q m the? p r o g r a m 

) 

hncourdgt; and a n h u t- i quc'sLiuiib it yuu 
done know t h o a n s w e i s , nay s n ^ n d find 
o Li t and Live the ^' i h t an s w t- r 
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Training is a major part of a sup- 
ervisor's job^ particularly with young 
workers* For these youthj learning 
skills and appropriate work behavior 
are primary program objectives. 

i^', successful trainer must: 

Know and be able to perform the 

Cask ' 

^ U n d e r s c a n ii each youth's u n c e r = 
Cainty and feeling about the-v 
f Cask 

- Motivate c hi e youth to try to 
perform thH task well 

D e m o n s t r a L e a r. d explain the e 1 e = 
-m b^i Cs of tho *:ask 

Let L h e y o u L h pa f t o r m the t a s k , 
u b s e r V u t h 4 ' performance carefully 
and p r u V i d e p t> s i t i V e reinforce-^ 
^ment^antil the youth demonstrates 
c u m p e t eMi t e ^ ^ 

P e t 4 u d L L a i L y evaluate performance 
a i I d p t p V i d e s u p p u r, L i v e feedback. 

L u 3 C L u ^ L i u ). u u u ^ w tj 1 k c L s ^ d 1 v i d u £i I i y 

0 r I n groups, requires p r e p a r a c i o n 

1 bi 1 IS n e d e s 3 a i y even if you have a 
h L g h d e g r e e u f c o in p e t t' ii l e in t h« job. 

I / 
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To get re^dy: 



- Have a timetable; know how much 
skill you expect the youth to ac- 

^quireibywhen.^ 

= Break down the job into specific' 
tasks and each task into steps 

- Identify key steps which require 
a new skill or are essential for 

success' 

■ Pick out key points, such as work^ 
er, safety or coordination with 
other workers,, which are partic= 
ularly im port ant for young workers 

■ Review the performance of each 
element of the task so that it is 
clear in your mind 

Determine what materials, supplies 
a-nd equipment are^>|j#^ded to per- 
form th^. task and mafo%^sure that 
everything is r^e a d y 

Check the workplace and arrange 
it just as you expect the youths 
to keep it. 



J o Instru^t^^sn J raining 

The following fS^^ step instruction 
al plan has been use d in industry and 
government for more than 3 5 years to 
tr^in millions of workerfi.lf you under^ 
stand it and learn to ust it effectivel 
you will have gained a life-long skill. 
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Stjp 1: Prepare the S YEP Work e r 

Put the participant at ease. Describe 
the task and explain how it fits into 
the total job. Find out what he or she 
knows about the task and motivate the 
participant to learn to perform it well. 
Emphasize key point^s such as* safety, 
contacts with the public, required acc^ 
uracy, and coordination with other 
w o era. 

i^££ J.^_£li£££i Task 

Perform the task element by element. 
Tell the- pja rticipant what you are going 
to do and-i^K plain why Show the youth 
how to perform the task, one elament at 
a time. Streas tlie key puints. If danger 
IS present, describe il and show how to 
avoid ic. For example, if the youth will 
be expected to lift a heavy object, de-- 
scribe the danger of back strain and^ 
demonstrate the currect way to lift. In^ 
struct cleaily^ completely^ and patient^ 
ly. Demonstrate no more than the youth 
can mast^er at one time. Repeat until 
the youth understartds aiid is ready to 
demonstrate. 



^ t £ £ 
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Have t he p Ml tic a iit petturm vjiM La , 

explaining each key point to you as the 
task is being pcirfoimed Carefully no^t e 
the parLicipaiit'^ exulaiiatiuii and wOmp-= 
e t e 11 c y , 



step 4:, Reinforce Co m^e t e n c ^ 



Review the participant's performance, re^ 
i n f o r c i ng appro p^r iata behav io-r . * Wh ere he 
or she did not show understand *^ng or ap- 
propriate behavior, r ed e^o n s fc r a t e . Do not 
focus on pointing out what was unsatiafac^ 
tory, but derao.nstrate the correct way and , 
compliment for Batisfactory performance. 
Repeat steps 3 and 4 ufttil you are satis- 
fi'ed. 

S_tgp 5: F ollow-up 

Assign the participant to the regular task. 

often at firstj then less and less 
frequently. Encourage questions- 

E. Evaluating Participants* PerformanGe 

You are expected to observe and evaluate ^ 
the competence, behavior^ and p^rforraance 
of e a c h pa r t i c i pa n t you supervise. Youths 
want to know what is expected of themj how 
well they are meeting these expec ta t ions ^ 
and how they can improve. You can satisfy 
these needs by adequate performance evalu= 
a t io n , 

Youths are aensitive^ to eriticismj so em- 
"^^sis should be on positive reinforcement. 
Tr^^ to avoid focusing attention on incor^ 
rect elements in the participant's perfor^ 
manee* I f ' nece s sa r y , repeat the job in^ 
»struction training cycle. S=€t high but 
attainable standards and praise improve = 
m e n t . 

\ 

Pel-formance evaluation can titilp you Co: 
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Let Che participants know what 
IS expected and how well these 
, expectations are being met 

- Plan the work better by being 
able to estimate what partici' 
pants can accomplish 

-= Determine training needs 

IdentLfy participants who need 
more instruction 



L) 1 s c o V e r 



parti ci pants ' patent 



Per fo 
by: 



rmance. evaluation can help youths 



Letting t h 



em k [1 o w h u w the 



y are 



cioing and how they can do^bette 

A^sui lUH thern Lhat good perform 
ance IS f^coguiged 

^huwiu^ Lh^M LUaL you inter- 
ested lu helping them. 

It 1^ lmpu,t.,uL Lhat cvaluatlun be ^ya 

temati. and planned ..o that it help. 
Doth you and the S Y h: P 

a £i 1 L s L 



e p 3 i u w» iid u L I ii 

evaluation are. 



participants. 

p t t u I m a n L e 



Sle£ 1: Determine huw well you ex 
H^.L each pa.Licipant Cm du the .ssigne 
Ca.Hk.^ Perfoimance t qu i r e»,e n t . descri 
th.. expected behaviur and the quantit.- 



quality, timeliness, and manner of per- 
To r m a n c e . 

Note your expectations in writing. 
However, clearly described oral instruct 
tions are better for the youths* ' The ^ 
pertinent elements of performance ate be ^ 
havior, competenciesi and^ yo rk product, 

tt 

Behavior includes willingness to 
t^orkj follow instructions,^ punctu = 
ality and attendance, cooperation, 
acceptance of responsibility-, and 
response to supervision. 

Compet encies include possession of 
knowledge required for satisfactory 
per forma nee , s-k ill in using one's 
hands and head to employ knowledge , 
tools, equipment, forms, e^c. in 
performing assigned work; ability to 
work with and relate to oLher people 
in t ti e c u u r s e u f work; j u d g rn e n t to 
mak| good decisions; and will to do^ 
the job. 

Work Product Is Che actual work pro^ 
duced by the youLh^ whetliei it is 
.5 service tor someone or a product 

such as a repaired bench The me a" 
sure a fur a work pioduct ate b^jtti 
f quautity aud quality 

Discuss V U U L p e t £ ui L tu d n L= tJ a L d ii tJ eS l ^ t tj i 
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or F f 1 m e s p o n s u i i ^ p r e s v ri t a n 1 v k b e t u r e 

applying C li e III 

b L c p ^ . 1*1., . . ^, ^ 4 I t,* A iM J i « * - . » j . 

1 r e in t! n t S will the y J ii I 1, L) u t i 11 ^ ti £5 1 ^ i 
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ment and d^mo n s£ r a c i o n' o f the tasks, the 
work standards shouid be digcussed with 
eac^h youth. It is important that youth 
acc'ept the standards as fair and appro- 
priate. While it is uesirable to adjust, 
standards to eaph youth's capabilitiesr^^ 
beware of using greatly different stan- 
dards for each youth. 

liiLli Observe youths' performance 
In your daily contact with the youths ob- 
serve their pettarmance and make written 
nocres to help you recall what has happen- 
ed. Good and poor behavior or commen- 
able and w e a k p d r f o r m a nc e call for action 
o n y o li r p a r t . 

^£i£.^- t^vjludLc vutithj,' perform- 
ciiiLt, To ev.i ill cite a yv.uth's performance 
y^u uiu^t have standards. Sunic^times there 
arc ^bsuiuLe ^taaJaLdt,, ^uch as thc: nurti- 

Correct liues typed lu an huur, 
but soinetimes there ^re nut It is then 
ueLt^syarv to drvelu^ tu.uparjLive sc^n- 

U may heiptul to 1 d Li t 1 f y * ^ 

youth whose performancS you consider' to 
be saLi^tacLotv and to uSe that as a com'- 
pdLlsOn sLandarj to, u a 1 u a t I n g thfe per- 
form a n C t o f t i i e l h . 

v^iLh each yo,.,h. Pertorm.nce should 
di^Lus^ed With .:a.ti y^juth aL l^dst ouce 
a week to provide timely feedback and 

appropriaLe reint..i.enieni As f^, as 

possible: 

^ - r i ' i i . -.1.. . . 

can Le aiouv wlL. t h y u n I \i wiLu 
no I n t . I i u p L , u n s 
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- K e f p . y o u r ^ y on the target 1 m ^ 
^ proving behavior and performance = 

not pinpointing poor p e r f o rm a n c 

■7 

^ Build on strength not weaknesses^ 
p r a 1 s e w h e n ^ V o r appropriate 

- Encourage q ii e s c i o n s and interest 
in i m p r o y^i n g p e r f o r m a n c e 

/ J 

- L I s t e n'-T o r p r o b I em a , d i.f f i c u I t i €^ s 
and auggpstions, above all^ listt^n 

- Don't argue about standards and 
level of p r f c> r m a u c e or make eTti - 
barrassing' comp a^r i s o n s 

^ Encourage uttempcs to im p r o v e p e r - 
forrnance. 

ii£=E^ H = lake a p p r O p i 1 a t c d ^ L i u u . 
Evaluating perfornianwe is uiily u&t^tul l.^ 
determine action to brin^ aboliL i m p r o v e 
m e n t . Some s u l h a c l i o n ^ are; 

! - = Assist the yo uth in carrying out 
a s e L t I ni p t o y e [!! e El L program 

P r O V I d r g li I J d Li ^ t- ^ - O U II b t i I 11^ _ L f I tj 

1 n g a fi d r n c o u r a g m e n t 

= Kestruccurr^ duriMf, and tasks to 

iiiiptuve u p p.. I t ti n I t i r a loi d c V e p - 
iU n L 
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* - M££_l' Provide aach participant' V 
.V with a Hcitten avaluat ipln at the . and €»f 
th^ pfrograra. This wilt an^ble t-ha par- 
ticipant ta^ have a work record tp pr'e^ 
sent to prospective etaployers. 4 



■[^ The works it€ will be evaluated to deter- 
p mine its value to theveommunity and tha 

■ ^ par t icipants*^You are expected tocgop-- 

erate and to provide accurate Information 
( inc lud ing c opie p of enr o 11 ee t ime and v 
attendance records j anrollee job de^crip.^ 
. tio'ns, and scheduled worH activities) for 
; the diffferent ipbnsor evalu^t?ion teams 

that may visit yoiir worksite during the ^ 
^summer. Your suggestions can. help impr^ 

ove the SYEP pro|ram. Please submit 
/ these %fi the designated BYEP contact per=- 

■ son. Whenever possible j suggest ion i 
should indicate what is to be changed or 
added J by whom'^ whens at what cost , and. 

' " wh y . -■ ■ . . ^ .- " ^ • • 
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VII. SUPERVISORS* REirERENCE FORMS 
SUPERVISOR' WORK RUL?S — 



Daces ; 



Hours ; 



_You will be assigned SYEP 
participants from 

r (date 

• Tda teT" I * 

SYEP par tic ipatita will work . 
- houre/wk. This will be 

™™ hours a day, days 
a week, unleaa special p'er^ 
mission is gr a n t ed f or o the r 
hours , ' 



Absences : You must notify 



Td 



at 



esLg- 



nated peragn) %hone number) 
before youir regular ' star ting ^ 
time, if you will be absent, - 
so that a 'su^kt i tute super- . i 
visor can be provideJ\ This / 
same person should be noti- 
^fied of two or more consecu- 
tive absences by a SYEP part- 
icipant, * 
Time_|e cords: Participant time re- ^ 
cords, properly filled out 
a ad jcounter signed by ■ ' ^ 



ame ) 



(place) 



ire due in 
by 



^ every 

(time ) . 



(day o f week ) 



Pay the p^ay eyele begins Van 

' ' ' V ' ' ■ ■ ■ - -aad end p on * 
(day o weekO 

ir 'C^ ay o€ lift a k ) 
, Pav t i£ ipant wil l be paid - ^ 

Paychecks will be disCribuCed 

on . jkt.t mT " . ■ _ ■ • 

Tday of week ) ITlraST 

Torga n i za t ioi?' and placaT 
If a participant Bfi ports that a 
, check IS lost J s to 1 en , iriad cu ^ / 

\ rate or misplaced , : __ ____ 

\ (©rgani^$ t ion 

parf onl and ielephbne 'nuinbsf ') 
' sho^ldl be notified Immediately, 

A ccidents a nd 1 1 Ine s s r If' you or a 

particfpant is* injured od' taken 
ill on the job, notify,. 

(person and telephone number) 
immediately. 
Termina t i on sj If terrtination of a 

, SYEP yotith'a employment appears 
warranted, notify and consult 

with : _ _ - - ^ 

(person and 

teiephone number) 

Supervisors' C om plaint s i C o'm plaints 
or problems with SYEP par tic i.^ 
' . pants should be made to _ 

' ■ ^ ^ / at 

\ (SYEP representative) ^ 



Ctelephone number ) 



YouCh's Crtevaiiees ; Youth . ahould 
^iaforined of ,fcha aame and ta 
phone number, ' 

.... (telephone numbed) ■' ] 
of the per son design^^sd to 
hear their grievanees pr co 



